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COVOMAG | NSTRUCTI ON 1050. 1F

Subj : LEAVE, LIBERTY AND SICK I N QUARTERS POLI CY AND PROCEDURES

Ref : (a) M LPERSMAN
(b) U.S. Navy Regul ati ons
(c) COMOVAGI NST 1336.1C
(d) COMOVAGI NST 1601. 1L
(e) OPNAVI NST 5510. 1H
(f) BUPERSI NST 1050. 11E

1. Purpose. To pronulgate policy and procedures concerning |eave,
liberty and Sick In Quarters (SIQ for Commander, Mobile M ne
Assembly Group (COMOMAG) staff personnel.

2. Cancellation. COMOVAG NST 1050. 1E

3. Policy. All personnel shall be reasonably afforded the
opportunity to fully utilize | eave which they are entitled to under
the provisions of references (a) and (b). Loss of leave is highly
di scouraged and will be avoi ded when practicable. Discretion and

j udgnment must be exercised in managing | eave to ensure the best
interest of both the conmmand and individual are served.

4. Leave Regul ations and Procedures. The follow ng gui dance shal
be foll owed concerning the adm nistration of | eave within COVOVAG

a. Annual Leave. Departnent Heads shoul d encourage personnel
to use their annual | eave periodically throughout the
year and avoid saving |leave until the end of the fiscal year when
t he nunber of personnel desiring | eave may becone excessive. All
supervi sors and individuals nmust nmonitor | eave bal ances nonthly (in
Adm n) to ensure excessive | eave bal ances do not accrue prior to
the end of the fiscal year. Departnment Heads shall ensure
i ndi vidual s who repeatedly refuse to take | eave are appropriately
counsel ed.

b. Advance Leave. Leave will not normally be granted to an
i ndi vi dual who has a negative | eave bal ance, or will incur a
negati ve bal ance as a result of a | eave period. Advance | eave
shall be granted only to resolve energency and urgent personal or
mor al e problens and will be routed to the Conmander for final
approval. All individuals requesting advance | eave shall be
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counsel ed concerning their request prior to routing to the
Commander. I ndividuals nust be cautioned that advance |leave is
granted prior to its actual accrual based on reasonabl e expectation
that it will be earned during remaining obligated active duty.

| ndi vi dual s shall also be counsel ed regardi ng nonetary |loss (lunp
sum) when carrying over a negative | eave bal ance upon reenlisting
or extending their enlistment.

c. Energency Leave. The existence of an emergency warranting
energency | eave nust be verified by letter, telegram or tel ephone
call fromthe famly nmenber, ninister, attending physician, or
other interested party to the nenmber's conmand or nenber concerned
prior to granting the request. Extrene care nust be exercised to
ensure that an enmergency exists within the nmenber's househol d or
imediate fam ly which will be resolved or alleviated by the
menber's presence. Assistance fromthe Anerican Red Cross for both
menber and i nmmedi ate famly should be requested as necessary. As

defined in reference (a), immediate famly is defined as "father,
not her, person standing in |loco parentis, spouse, children,
brother, sister, or only living relative." "In loco parentis" is

defi ned by Departnment of Defense Directive as a person who stood in
pl ace of a parent to the servicenmenber 24 hours a day for a period
of at least 5 years before the servicenmenber became 21 years old or
entered mlitary service. "Imediate famly" pertains to that of
both service-nmenber or spouse. Energency |eave requests will be
acted on by Departnent Heads/Chief Staff Oficer (CSO during
wor ki ng hours and by the SDO outside of regular working hours.

When the SDO grants enmergency | eave, he/she will furnish the

cogni zant Departnment Head and the CSOwith a brief witten
statenment outlining the circunstances of the case at the beginning
of the next working day. Departnment Heads shall ensure the CSO is
briefed concerning each energency | eave request as soon as
practicable. |[If the occasion should arise when the SDO or the
Departnment Head is of the opinion that a confirmed, enmergency |eave
request should not be granted, the matter shall be referred
directly to the CSO or the Commander for resolution prior to final
action.

d. Conval escent Leave. Conval escent |eave is not chargeable
to a nenbers' | eave account and is granted to persons under nedi cal
care which is considered part of care and treatnent prescribed for
recuperation or conval escence following formal adm ssion to a
medi cal treatnment facility. Menbers placed on conval escent | eave
must ensure they conply with all restrictions placed on them by
their attendi ng physician/nmedical treatnment facility during the
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period of their leave, including the requirenent to remain in the
| ocal area if necessary. As a
prerequi site to approving conval escent | eave, Departnment Heads, or
t he SDO, nust ensure appropriate nedical docunentation is
provi ded by the individual and is attached to all copies of
conval escent | eave papers and retai ned by the Commander/ CSO
Secretary for mustering purposes and the individual for the
duration of the |leave. Every effort shall be nade by Depart nent
Heads to anticipate requests for conval escent |eave so that
paperwork may be conpleted in a tinely manner avoi di ng undo
har dshi ps on conval esci ng i ndi viduals. Departnent Heads, or SDO
after hours, shall ensure the Commander and CSO are made aware of
any individual placed on conval escent |eave and the circunstances
surroundi ng the leave. |If concurrence with conval escent | eave
recommendati on i s not considered appropriate, the matter will be
referred directly to the CSO or the Conmmander for resol ution.

4. Duty Standby Responsibilities. Vacations and short periods of
rest fromduty provide benefits in health and wel fare necessary to
t he mai nt enance of maxi num effectiveness of all individuals. In
this regard, personnel shall not bear the responsibility of

| ocating and arranging for necessary |leave relief’s or any other
type of duty standbys for periods of |eave of four days or nore
whi ch have been requested and granted prior to the publication of
any conflicting duty list or watchbill. [Individuals submtting
regul ar | eave chits followi ng publication of the watchbill will be
required to arrange their own relief’s. Personnel will not be
required to get their own standbys for energency |eave or funded
TAD, however, the Watchbill Coordinator nust be inforned as soon as
possible in order for a standby to have enough tinme to prepare for
an unschedul ed wat ch

5. Approving Authority for Leave Requests

a. The followi ng officers are authorized to approve requests
for | eave for the Conmander:
(1) Chief Staff Officer (for all officers)

(2) Departnment Heads (for all personnel assigned to their
depart ment)

(3) Staff Duty OFficer (outside of normal working hours)

b. Leave Paper Subm ssion
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(1) Fill out leave chit.

(2) Leave bal ances and | eave used during current fiscal
year may be obtained fromthe | eave clerk in Adm n.

(3) After chit has been routed via the proper chain of
conmand, per reference (c), the chit will be returned to Adm n for
assi gnnment of a Leave Control Number (LCN).

(4) After LCN is assigned, the white and pink copy will be
taken to the quarterdeck (by Adm n) and placed in the | eave/ TAD
bi nder.

C. Check I n/Qut Procedures

(1) On the day | eave commences, pick up | eave paper from
quarterdeck (if |eave commences on a weekend or holiday, |eave
papers may be picked up the work day prior).

(2) Personnel will always maintain the white copy of the
| eave paper on them during | eave. |Imrediately upon returning from
| eave and checking back in, turn the | eave paper (properly
annot ated) back in to Adm n.

(3) Admin will forward the appropriate paperwork to PSD for
checkage of | eave taken no later than five working days after
conpletion of leave. (NOTE: |If no white copy is received in admn
within these five working days, nenmbers will be charged for the
entire period of leave originally requested on the |eave chit).

d. Leave Charged. Leave will be conputed and charged per
reference (a) and will be verified by the Adnm nistrative Depart ment
Leave Clerk. To ensure "smart" |eave chits are submtted, al
personnel nust ensure work hours, duty days, weekends and holi days
are considered in conjunction with the conputation regul ations
prescribed in reference (a) taking into account all conputation
regul ati ons.

6. Sick In Quarters (SIQ. Menbers placed in an SIQ status nust
present a copy of appropriate paperwork fromnnedical to their
Leadi ng Chi ef or Departnment Head for review prior to beginning SIQ
Menmbers nust ensure conpliance with all restrictions of SIQto
ensure accountability and recovery. Departnment Heads shall ensure
the CSOis infornmed of all nenbers in an SIQ status. Personnel
hospitalized or placed in an SIQ status while on | eave shall not be
charged with | eave for the period of hospitalization or SIQ status.
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A copy of all SIQ docunentation nust be provided to Adm n for

must eri ng purposes.

7. Liberty Regulations. A valid Armed Forces ID Card, DD Form 2N
shall suffice to identify all personnel on authorized absence not
classified as | eave.

a. Regular liberty may be granted to personnel not in a duty
status, daily from 1630 to 0730 the follow ng norning. Wekend
liberty may be granted from 1630 Friday until 0730 the follow ng
Monday. Liberty may be extended if the period includes a national
hol i day procl aimed by the President or authorized by the Secretary
of the Navy.

b. Special Liberty: (A copy of all liberty chits will be
returned to the appropriate departnental nustering Petty O ficer):

(1) One day Special Liberty:

Enlisted: Departnent Heads will approve specia
liberty for one day for deserving individuals.

Oficers: The Chief Staff O ficer will approve one day
liberty requests for all officers.

(2) Two or nore days (including weekends):

Enlisted and officer: The Commander wi || approve al
requests for two or nore days.

c. Three day special liberty is a |liberty period
designed to give a servicenenber three full days absence from work
or duty, usually beginning at the end of normal working
hours on a given day and expiring with the start of normal working
hours on the fourth day (e.g., from Monday evening until Friday
morning). When a 3-day liberty enbraces only regular liberty tinme,
such as a Saturday and Sunday with a Monday or Friday national
hol i day (when schedul ed work hours are not included), the time off
is treated as regular liberty.

d. Four-day special liberty is a liberty period designed to
give a servicenmenber four full days absence from work or duty,
usual |y beginning at the end of normal working hours on a given day
and expiring with the start of normal working hours on the fifth
day, and including at |east two consecutive non-working days (e.qg.,
from Wednesday eveni ng until Monday norning).
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e. Requests for special liberty nmust be submtted three days
in advance, on Special Request/Authorization Form NAVPERS 1336/ 3,
via the chain of command. Personnel will not proceed on specia
liberty until the
request has been signed as approved.

f. Personnel in a duty status will not be granted speci al
i berty except in an energency, unless a standby is arranged by
requester. No special consideration will be given to special
i berty requests pertaining to the watchbill or watch rotation.

g. Due to the commands close proximty to the border,
personnel planning on proceeding on liberty to Mexico will be
required to submt a special request chit via chain of conmand,
indicating the dates, tinme and destination while in Mexico. The
speci al request chit is solely for the purpose of ensuring the
conmands know edge of your |ocation should an energency occur
preventing your tinely return. Prior to departing on liberty to
Mexi co, Departnent Heads will ensure all nmenbers are aware that
t hey nust contact the duty section should an energency occur.

8. Conduct during Leave or Liberty. Al personnel governed by the
provisions of this instruction are rem nded that the granting of

| eave and liberty is the prerogative of the conmand. Per sonnel
must at all times conduct thenselves in a highly exenplary manner
while on | eave or liberty. Sober and reasonabl e operation of a

nmot or vehicle while on |eave or liberty is considered an integral
part of good conduct ashore. The

attention of all personnel is |ikewise directed to the prohibition
agai nst hitchhiking, or the soliciting of rides on public

t horoughfares. This is a violation of Navy Regul ati ons and agai nst
Texas and many other state |laws. The practice of hitchhiking is
unm litary, dangerous and not in keeping with the dignity, high

st andards of conduct and self-reliance expected of nen and wonmen of
the Arnmed Services. All personnel are further rem nded that Navy
Regul ations state that Navy personnel are required to use seat
belts at all times, including periods of |eave and/or I|iberty,
regardl ess of state | aws.
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9. Action. All departnments will keep their personnel apprised of
the contents of this instruction and will ensure that the policies

and regul ations set forth herein are conplied wth.

M J. GREEN
Di stri bution:
COMOVAG NST 5216. 1R
List I, Il (Case A




